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INTRODUCTION 

¢Ƙƛǎ άIƻǿ ¢ƻέ DǳƛŘŜ ǿƛƭƭ ƘŜƭǇ ǳǎŜǊǎΣ ǎǇŜŎƛŦƛŎŀƭƭȅ ǇǊƻŦŜǎǎƛƻƴŀƭ ƭƛŎŜƴǎƛƴƎ ōƻŀǊŘǎΩ ōƻŀǊŘ ƳŜƳōŜǊǎ ƻǊ ƭŜƎƛǎƭŀǘƻǊǎΣ ensure they 

have properly filled out their travel reimbursement correctly! It will cover the following forms with detailed examples:  

¶ WOLFS-104 and WOLFS-104a (Professional Board Travel Reimbursement) 

¶ WOLFS-112 

¶ WOLFS-104b 

¶ WOLFS-104c 

¶ One Day Meal Reimbursements 

NOTE:  This guide does not include travel instructions for State of Wyoming employeesΦ tƭŜŀǎŜ ǊŜŦŜǊ ǘƻ ǘƘŜ άIƻǿ ǘƻ 

Complete Your TraǾŜƭ ±ƻǳŎƘŜǊέ DǳƛŘŜ ŦƻǊ ǎǇŜŎƛŦƛŎ ƛƴǎǘǊǳŎǘƛƻƴǎ ƻƴ ŎƻƳǇƭŜǘƛƴƎ ǘǊŀǾŜƭ ǾƻǳŎƘŜǊǎ ŦƻǊ ǘƘƻǎŜ ǇŀǊǘƛŎǳƭŀǊ 

individuals. 

 

RESOURCES AVAILABLE TO AIDE IN COMPLETING REIMBURSEMENT 

FORMS 

¶ Travel Related Documents on the SAO Website: 

o SAO Quality Assurance Travel Related Documents 

Á DƻǾŜǊƴƻǊΩǎ aŜƳƻ ƻƴ aƛƭŜŀƎŜ wŀǘŜ ƻŦ tŜǊǎƻƴŀƭ ±ŜƘƛŎƭŜǎ 

Á DƻǾŜǊƴƻǊΩǎ aŜƳƻ ƻƴ CŜŘŜǊŀƭ ¢ǊŀǾŜƭ wŀǘŜǎ 

Á Executive Order 2007-2 Foreign Travel Approval 

Á A&I Vehicle Use Policies and Procedures 

Á Χ ŀƴŘ ƳǳŎƘ ƳƻǊŜΗ 

o Current Federal Travel Per Diem Rates 

Á Search by State 

Á WyomƛƴƎΩǎ wŀǘŜǎ 

Á M&IE Breakdown 

¶ WOLFS Downloads & Forms on the SAO Website 

o WOLFS-104 Travel Expense Voucher 

o WOLFS-104c Certification Statement for Receipts Lost, Misplaced, or Not Received 

o AUD/EXP MEAL EXPENSE ς Per Diem Voucher for One-Day Round Trips 

¶ Vendor Management Packet on the SAO Website 

¶ {ǘŀǘŜ ƻŦ ²ȅƻƳƛƴƎ ¢ǊŀǾŜƭ wŜǉǳŜǎǘ CƻǊƳ όwŜǇƭŀŎŜǎ !ϧL нр CƻǊƳύ ƻƴ !ϧLΩǎ ²ŜōǎƛǘŜ 

 

¶ Still have questions? Contact saoqualityassurance@wyo.gov any time!! 

  

http://sao.wyo.gov/agency-resources/quality-assurance/quality-assurance-preaudit
http://www.gsa.gov/portal/content/104877
http://www.gsa.gov/portal/category/100120
http://www.gsa.gov/portal/content/101518
http://sao.wyo.gov/agency-resources/wolfs/sao-downloads
https://drive.google.com/file/d/0B78Yf4yTSYVYY1lOMkJWbFZyeUU/view
https://drive.google.com/file/d/0B7RD03BylPvzWXk1ZUtwcVM5OUU/view
mailto:saoqualityassurance@wyo.gov
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TRAVEL REIMBURSEMENT OVERVIEW 

Legislators and Board Members are entitled to reimbursement for certain travel expenses when required for official 

business. Claimants for travel reimbursement must sign and certify travel vouchers (WOLFS-104 Form). The executive 

director, or his designee, must approve the claim for payment. The executive director is responsible to determine the 

validity of each claim. Legislators or board members shall not approve their own claims. 

Each claimant (board member) who seeks reimbursement under W.S. 33-1-302(a)(vii), W.S. 8-1-103(a)(ix), W.S. 28-5-

101(b), W.S. 28-5-102, W.S. 9-3-102 or W.S. 9-3-103, and each Executive Director, designee, fiscal personnel and WOLFS 

computer system user is responsible to know and follow these statutes. 

Boards are also encouraged to continue working on their own travel policies to supplement the above mentioned 

statutes. These policies, however, should comply with statutory requirements, Executive Orders, memoranda from the 

DƻǾŜǊƴƻǊΣ ŀƴŘ ƳŜƳƻǊŀƴŘŀ ŦǊƻƳ ǘƘŜ {ǘŀǘŜ !ǳŘƛǘƻǊΩǎ hŦŦƛŎŜΦ {ŜǾŜǊŀƭ ǇŀǊǘǎ ƻŦ ǘƘŜ ǘǊŀǾŜƭ ǊŜƛmbursement statutes allow 

discretion by the executive director and board. Those areas are all open to policy development by the individual board.  

Å Applies to all overnight trips. 

Å Applies to one-day trip when claimant seeks reimbursement for transportation expenses. 

Å If claimant is also seeking meal expense reimbursement for a one-day trip, then the claimant must 

provide both the WOLFS-104 for the transportation expenses and the One-Day Meal Reimbursement 

Form for the meals όƛŦ ǇŜǊƳƛǘǘŜŘ ōȅ ǘƘŜ ōƻŀǊŘΩǎ ǘǊŀǾŜƭ ǇƻƭƛŎȅύ. 

Å SAO needs this separate form so it can properly report income for payroll taxes per IRS 

Regulations. 

Å Must be signed by claimant and approved by the appropriate personnel. 

 

 

REQUIREMENTS PRIOR TO TRAVEL 

Å All travel must be approved by the executive director prior to any travel arrangements being made.  

Å State of Wyoming Travel Request Form (Replaces A&I 25 Form) 

Å Executive Order 2007-2 Foreign Travel Approval 

Å Any new claimant who submits their first voucher for reimbursement of travel expenses must fill out a VENDOR 

MANAGEMENT PACKET, which must be entered into the WOLFS system to process the payment.  

 

  

https://drive.google.com/file/d/0B7RD03BylPvzWXk1ZUtwcVM5OUU/view
https://drive.google.com/a/wyo.gov/file/d/0B-FFgtOd7ZUQV0FUbnRIYWp0dkU/view
https://drive.google.com/a/wyo.gov/file/d/0B-FFgtOd7ZUQV0FUbnRIYWp0dkU/view
https://drive.google.com/a/wyo.gov/file/d/0B78Yf4yTSYVYY1lOMkJWbFZyeUU/view
https://drive.google.com/a/wyo.gov/file/d/0B78Yf4yTSYVYY1lOMkJWbFZyeUU/view
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WOLFS-104 
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WOLFS-104(a) 
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DETAILS ON HOW TO COMPLETE EACH SECTION OF THE WOLFS-104 
FORM BY SECTION 
(INCULDING WOLFS-104a)                             
 

DOCUMENT ID 

¶ This section is generally completed by the Agency Fiscal Personnel. 

o GAX - Indicates the WOLFS system transaction type. 

o DEPARTMENT - 9ƴǘŜǊ ǘƘŜ ŀƎŜƴŎȅΩǎ ǘƘǊŜŜ-digit identification number. 

o DOCUMENT NUMBER - Agency Fiscal Personnel will complete this section with the unique number 

assigned by the WOLFS system when the voucher is entered.  

o BUDGET FISCAL YEAR (BFY) - Put in the budget fiscal year for the transaction. 

o DATE - Enter the date the agency WOLFS user prepares the form. 

 

CLAIMANT STATUS 

¶ Check the appropriate box showing the claimant status: State employee, Legislator or Board or Commission 

Member paid as a Legislator, Contract Employee, Board or Commission member paid as a State Employee, or 

Other (with appropriate description if that box is checked).  

NOTE:  The way the form automatically calculates depends on which checkbox is checked. For example, if you check the 

ōƻȄ ƭŀōŜƭŜŘ ά[ŜƎƛǎƭŀǘƻǊ ƻǊ .ǊŘκ/ƻƳƳ aŜƳōŜǊ ǇŀƛŘ ŀǎ ŀ [ŜƎέΣ ȅƻǳ Ƴǳǎǘ ǳǎŜ ǘƘŜ [ŜƎƛǎ 5ŀƛƭȅ wŜƛƳōΦ wŀǘŜ ŎƻƭǳƳƴ ǘƻ 

report lodging ŀƴŘ ƳŜŀƭ ǊŜƛƳōǳǊǎŜƳŜƴǘΦ [ƛƪŜǿƛǎŜΣ ƛŦ ȅƻǳ ǎŜƭŜŎǘ ǘƘŜ ά.ǊŘκ/ƻƳƳ aŜƳōŜǊ ǇŀƛŘ ŀǎ ŀ {ǘŀǘŜ 9ƳǇƭƻȅŜŜέ 

checkbox, you can use the Actual Lodging Expense, Federal Lodging Reimb. Rate, or Federal M&IE Reimb. Rate 

columns to record lodging and meals.  
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CLAIMANT INFORMATION 

o Any new claimant who submits their first voucher for reimbursement of travel expenses must fill out a 

VENDOR MANAGEMENT PACKET, which must be entered into the WOLFS system to process the payment.  

Á CLAIMANT NUMBER  

¶ 9ƴǘŜǊ ǘƘŜ ŎƭŀƛƳŀƴǘΩǎ ±/ ƴǳƳōŜǊΦ  

Á INVOICE NUMBER 

¶ Enter the invoice number for this claim.  

¶ The Executive director must determine and document, as an internal control procedure, 

how to standardize the invoice numbers to prevent duplicate payments.  

¶ !ƴ ŜȄŀƳǇƭŜ ŎƻǳƭŘ ōŜ ǘƘŜ ŘŀǘŜ ƻŦ ǘƘŜ ŦƛǊǎǘ Řŀȅ ƻŦ ǘǊŀǾŜƭ ŦƻƭƭƻǿŜŘ ōȅ ǘƘŜ ŎƭŀƛƳŀƴǘΩǎ ŦƛǊǎǘ 

initial and last name (i.e. 05142016JDoe if the first day of travel was May 14, 2016 and 

ŎƭŀƛƳŀƴǘΩǎ ƴŀƳŜ ǿŀǎ WƻƘƴ 5ƻe).  

Á /[!La!b¢Ω{ b!a9Σ !55w9{{Σ /L¢¸Σ {¢!¢9 ŀƴŘ ½Lt 

¶ ¢ƘŜ ŎƭŀƛƳŀƴǘΩǎ ƴŀƳŜ Ƴǳǎǘ ƳŀǘŎƘ ǘƘŜ ƴŀƳŜ ǘƘŀǘ ƛǎ ǎƛƎƴŜŘ ƻƴ ǘƘŜ /ƭŀƛƳŀƴǘ /ŜǊǘƛŦƛŎŀǘƛƻƴ 

line.  

 

REASON FOR TRAVEL 

o The reason for travel must be specifically stated.  

o It is necessary so that there is documentation of a work-ǊŜƭŀǘŜŘ ǇǳǊǇƻǎŜ ŦƻǊ ǘƘŜ ǘǊŀǾŜƭΦ άhŦŦƛŎƛŀƭ ōǳǎƛƴŜǎǎέ 

ƻǊ ά{ǘŀǘŜ .ǳǎƛƴŜǎǎέ ƛǎ ǘƻƻ ƎŜƴŜǊŀƭΦ  

o Agency controls may require a project number or other specific information to be included in this area. 

Check ǿƛǘƘ ȅƻǳǊ !ƎŜƴŎȅΩǎ CƛǎŎŀƭ tŜǊǎƻƴƴŜƭ ŀǎ ǘƻ ǿƘŀǘ ȅƻǳǊ ŀƎŜƴŎȅ ǊŜǉǳƛǊŜǎ ǘƻ ōŜ ŜƴǘŜǊŜŘ ƛƴǘƻ ǘƘƛǎ ŦƛŜƭŘΦ 

 

 

  

https://drive.google.com/a/wyo.gov/file/d/0B78Yf4yTSYVYY1lOMkJWbFZyeUU/view
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MODE OF TRAVEL 

o The appropriate box(es) must be checked.  

o This includes State or commercial airplane, personal vehicle, State vehicle or other, with a description 

space.  

o If a claimant is traveling using more than one method, both methods must be checked. 

Á For example, if a claimant uses a State vehicle to travel to an airport where they are boarding a 

ŎƻƳƳŜǊŎƛŀƭ ŦƭƛƎƘǘΣ ǘƘŜȅ Ƴǳǎǘ ŎƘŜŎƪ ά{ǘŀǘŜ ±ŜƘƛŎƭŜέ ŀƴŘ ά/ƻƳƳŜǊŎƛŀƭ tƭŀƴŜέΦ 

 

ACTUAL EXPENSE CLAIM BOX 

 

o Check this box if claimant is seeking actual expense reimbursement. 

o Use the WOLFS-104b form in conjunction with the WOLFS-104.  

Á Instructions on filling out the WOLFS-104b form can be found later in this guide.  

o In order for an claimant to claim actual expenses, lodging or meals and other incidental expenses, the 

executive director must have given the claimant prior approval, and the pre-approval should be 

documented somewhere in the travel documentation. 

 

TRAVEL SUMMARY 

 
 

¶ Itemize all claimed reimbursements separately by date.  

o This includes any constructed travel or interrupted travel.  

¶ Reimbursement Rate Method for in-state Travel 

o $109 per day (includes lodging, meals and incidental expenses) per W.S. 28-5-101(b) 

¶ Actual Expense Method for out-of-state travel. Claimant is paid what he was actually charged for his meals, 

including tax and gratuity. Reimbursement must be supported with itemized receipts. Claimant may claim 

incidental expenses under the Actual Expense Method that were not allowed to be claimed under the M&IE 

Method. Refer to the WOLFS-104b Form for details on how record actual expenses for reimbursement.  
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¶  TRAVEL SUMMARY: DATE & DESTINATIONS 

 

o DATE 

Á All dates MUST be listed on the Travel Summary. This will include the departure date, return date, 

and all dates in between. 

Á Each date must be listed on a separate line. 

o TRAVEL FROM CITY/PLACE 

Á Enter the location where the claimant began official travel on the first line of the Travel Summary. 

o TRAVEL TO CITY/PLACE 

Á Enter the destination where the claimant obtained lodging.  

Á W.S. 9-3-102 όƘύόƛύΥ άDestination means the location of the claimant at midnight, or if still traveling 

ŀǘ ƳƛŘƴƛƎƘǘΣ ǘƘŜ ƭƻŎŀǘƛƻƴ ǿƘŜǊŜ ƭƻŘƎƛƴƎ ƛǎ ǎŜŎǳǊŜŘΦέ 

NOTE: Even if a claimant is working in one location all day, then travels to spend the night in a different location, the 

lodging and per diem rates will apply for the location where the claimant is spending the night, regardless of 

where he worked during the day.  

Be sure to also include any constructed travel dates or interrupted travel dates in this section. 

 

¶ TRAVEL SUMMARY: LODGING 

 

 

o LEGISLATIVE DAILY REIMBRUSEMENT RATE (For in-state travel) 

Á This is the amount of per diem rate payable to legislators each day as set out in W.S. 28-5-101(b), 

and to board and commission members if their respective statutes delineate reimbursement at the 

legislative per diem rate.  
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¶ TRAVEL SUMMARY: MILEAGE 

 

Á Only include the number of miles traveled for State business.  

Á Mileage should be computed by the nearest practical route.  

o MILES 

Á Enter the number of miles traveled. Agency may choose one of the following methods to 

compute miles traveled:  

¶ State of Wyoming map 

¶ Mileage table in the WOLFS-104 form 

¶ Google Maps (or other internet based mapping site) 

o RATE PER MILE 

Á Enter the rate at which reimbursement is authorized per mile.  

Á W.S. 9-3-103 (a)(iii) 

Á DƻǾŜǊƴƻǊΩǎ aŜƳƻ ƻƴ aƛƭŜŀƎŜ wŀǘŜ ƻŦ tŜǊǎƻƴŀƭ ±ŜƘƛŎƭŜǎ 

NOTE:  There is a separate rate for personal vehicle use depending on if a State car is available and the claimant 

chooses to take their own personal vehicle for convenience or extended travel, or if the claimant must take 

their own personal vehicle because a State car is unavailable. 

o AMOUNT 

Á Pre-calculated field on form. 

Á The number of miles traveled multiplied by the applicable rate.  

 

¶ TRAVEL SUMMARY: TOTAL 

 

o Pre-calculated filed on form.  

o Total will populate based on information in the fields of the travel summary. 

o It will add the lodging, meals (less any deducted meals), and mileage totals together. 

o The total will not calculate if the Date or Travel From/To columns are not filled in properly.  

 

https://drive.google.com/a/wyo.gov/file/d/0B-y7KZmHRGRoVGllWXoyN0g5bzQ/view
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OTHER REIMBURSABLE EXPENSES 

¶ Legislators and board members ǊŜǉǳƛǊŜŘ ǘƻ ǘǊŀǾŜƭ ƻǾŜǊƴƛƎƘǘ ŀǊŜ ƴƻǊƳŀƭƭȅ ŜƴǘƛǘƭŜŘ ǘƻ άƻǘƘŜǊ ǊŜƛƳōǳǊǎŀōƭŜ 

ŜȄǇŜƴǎŜǎέ ǊŜƎŀǊŘƭŜǎǎ ƻŦ ǿƘŜǘƘŜǊ ǘƘŜȅ ǊŜŎŜƛǾŜ ǘƘŜ ƭƻŘƎƛƴƎ ǊŜƛƳōǳǊǎŜƳŜƴǘ ǊŀǘŜΣ ǘƘŜ aϧL9 rate, actual expenses or 

any combination of them.  

o W.S. 9-3-102(a) 

¶ άhǘƘŜǊ ŜȄǇŜƴǎŜǎ ǘƘŀǘ ŀǊŜ ƛƴƘŜǊŜƴǘƭȅ ǘǊŀǾŜƭ ǊŜƭŀǘŜŘ ŀƴŘ ƴƻǘ ƛƴŎƭǳŘŜŘ ƛƴ ǘƘŜ ƳŜŀƭ ŀƴŘ ƛƴŎƛŘŜƴǘŀƭ ŜȄǇŜƴǎŜ 

ŀƭƭƻǿŀƴŎŜΦέ ό²Φ{Φ ф-3-102(h)(iv)) 

¶ Original receipts/documentation should be provided when the reimbursable expense is over $15.00 (W.S. 9-3-

102(a)(iii)) 

NOTE: Department specific policy may require receipts be submitted for every reimbursable expense with no 

ƳƛƴƛƳǳƳ ŘƻƭƭŀǊ ǘƘǊŜǎƘƻƭŘΦ tƭŜŀǎŜ ŎƘŜŎƪ ȅƻǳǊ ŘŜǇŀǊǘƳŜƴǘΩǎ ǎǇŜŎƛŦƛŎ ǇƻƭƛŎȅΦ  

¶ Examples of Other Reimbursable Expenses: 

o Registration/Conference Fees 

o Telephone calls for State business 

o Copy, fax and other similar charges as they pertain to authorized State business 

o Other reimbursable travel-related expenses as approved by the executive director or designee or set out 

in documented agency policy.  

¶ Exclusions 

o Entertainment expenses 

o Personal Expenses incurred during travel, such as magazines, snacks, movie rentals, etc. 

o Personal travel insurance 

o Alcoholic beverages 

o 9ȄǇŜƴǎŜǎ ƻŦ ŎƭŀƛƳŀƴǘΩǎ ǎǇouse or personal guest, except for necessary accompaniment for a person with 

disabilities 

o Optional entertainment/social events that occur in conjunction with conferences and seminars 

¶ If the Other Reimbursable Expenses continues onto the WOLFS-104a Travel Continuation Sheet, the total will 

ŎŀǊǊȅ ŦƻǊǿŀǊŘ ǘƻ ǘƘŜ ά¢ƻǘŀƭ [ƛǎǘŜŘ wŜƛƳōǳǊǎŀōƭŜ 9ȄǇŜƴǎŜǎέ ŎŜƭƭ ƻƴ ǘƘŜ ²h[C{-104 form.  
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TRANSPORTATION EXPENSES (OTHER THAN MILEAGE) 

¶ W.S. 9-3-103(a)(i) and (ii), and W.S. 9-3-103(b) 

¶ Examples of Transportation Expenses (Other Than Mileage):   

o Airfare ς the actual expense, not to exceed economy fare charged the general public, is reimbursable. 

Á If deluxe accommodations are desired, the amount exceeding economy fare shall be paid 

personally by the board member.  

o Rental Cars ς reimbursement is limited to reasonable rates determined by the administrative head of the 

agency.  

o Other ς At the discretion of the administrative agency head, reimbursement may be authorized for actual 

but necessary vehicle parking fees, car wash expenses, toll fees, taxi fares, and taxi driver tips. 

Á The statutes do not require reimbursement for the expenses set out in W.S. 9-3-103(b). That 

decision is left to AGENCY POLICY. If those expenses are allowed, the requirement for a receipt is 

also up to the agency, as is any dollar amount required for a receipt.  

Á As a reminder, where the statutes do set a floor for required receipts, it is $15.00 

¶ Exclusions: 

o W.S. 9-3-млоόŜύΥ άbƻ ǎǘŀǘŜ ƻŦŦƛŎƛŀƭ ƻǊ board member shall receive transportation expense reimbursement 

ǿƘŜƴ ǘǊŀǾŜƭƛƴƎ ŦǊƻƳ Ƙƛǎ ǊŜǎƛŘŜƴŎŜ ǘƻ ǘƘŜ ǇƭŀŎŜ ƻŦ Ƙƛǎ ŜƳǇƭƻȅƳŜƴǘ ŀƴŘ ǊŜǘǳǊƴΦέ 

o Traffic fines and tickets, including parking tickets. 

o /ƻǎǘǎ ŎŀǳǎŜŘ ōȅ ŎƭŀƛƳŀƴǘΩǎ ŜǊǊƻǊ ƛƴ ǘƘŜ ǳǎŜ ƻŦ ŜƛǘƘŜǊ ŀ ǇŜǊǎƻƴŀƭ ƻǊ {ǘŀǘe-owned vehicle (such as towing 

charges due to parking violations, locksmith fees related to locking keys inside vehicle, etc.). 

¶ If the Transportation Expenses continues onto the WOLFS-104a Travel Continuation Sheet, the total will carry 

ŦƻǊǿŀǊŘ ǘƻ ǘƘŜ ά¢ƻǘŀƭ [ƛǎǘŜŘ ¢ǊŀƴǎǇƻǊǘŀǘƛƻƴ 9ȄǇŜƴǎŜǎέ ŎŜƭƭ ƻƴ ǘƘŜ ²h[C{-104 form.  

REMARKS 

 

¶ This space is for any explanation the claimant needs to provide under agency policy, or wants to insert as 

explanation.  

¶ We encourage claimants or fiscal personnel to use this area to further explain if an item has had prior approval by 

the executive director, especially if the item appears questionable.  
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FORM TOTALS 

 

¶ TOTAL WOLFS-104 

o This is the total amount being claimed from the information entered on the WOLFS-104.  

o This is an automated calculation within the Excel form.  

o ¢ƘŜ ά¢ƻǘŀƭ ²h[C{-млпέ ǎƘƻǳƭŘ Ŝǉǳŀƭ ǘƘŜ ǘƻǘŀƭ ƻŦ ǘƘŜ ŎǊƻǎǎ ŦƻƻǘƛƴƎǎ ŦƻǊ ŜŀŎƘ ƭƛƴŜΦ 

o This will include the amounts listed on the WOLFS-104a as well. 

¶ TOTAL WOLFS-104b 

o This is the total from the WOLFS-104b.  

o This is an automated calculation within the Excel form. 

¶ TOTAL CLAIM  

o This is the total amount being claimed for reimbursement.  

o ¢ƘŜ ά¢ƻǘŀƭ /ƭŀƛƳέ ǎƘƻǳƭŘ Ŝǉǳŀƭ ǘƘŜ ǘƻǘŀƭ ƻŦ ǘƘŜ ŎǊƻǎǎ ŦƻƻǘƛƴƎǎ ŦƻǊ ŜŀŎƘ ƭƛƴŜ ŀƴŘ ǎǳōǘƻǘŀƭǎ ŦǊƻƳ ǘƘŜ ²h[C{-

104, WOLFS-104a and WOLFS-104b.  

o This is an automated calculation within the Excel form. 

¶ TOTAL WOLFS-112 

o This is the total amount being claimed for reimbursement on the WOLFS-112 Form.  

o This is an automated calculation within the Excel form. 

¶ OUT OF BALANCE CONDITION 

o This box automatically populates a figure if there is a difference in the amounts on the WOLFS-104, 

WOLFS-104a, and WOLFS-104b from the appropriation lines on the WOLFS-112.  
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CLAIMANT CERTIFICATION 

¶ /ƭŀƛƳŀƴǘΩǎ ǎƛƎƴŀǘǳǊŜ Ƴǳǎǘ ōŜ ǘƘŜ ǎŀƳŜ ŀǎ ǘƘŜ ŎƭŀƛƳŀƴǘ ƴame in the Claimant Information block.  

¶ Claimant, by signing his name, certifies the claim under penalty of false swearing W.S. 9-3-102(g). 

¶ Each agency should have a documented internal control procedure describing the agency process used to give 

reasonable assurance only certified claims are entered into WOLFS. 

 

VOUCHER PAYMENT AGENCY HEAD/DESIGNEE APPROVAL 

¶ Agency approval is based on statutes, as well as Executive orders, memoranda from the Governor, the travel 

instructions, and applicable memoranda from SAO. 

¶ These statutes require certain controls and assign responsibility.  

 

AGENCY INTERMEDIARY APPROVAL 

 

¶ This may be used by the agency if its internal control procedures require intermediary approval from additional 

personnel.  

 

AGENCY OPTIONAL USE 

¶ This section is optional for agency use.  

¶ May be used to track input into WOLFS. 
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WOLFS-112 CODING CONTINUATION SHEET 
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WOLFS-104b ACTUAL EXPENSE SHEET 
























